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1 Data Collection and Tracking  

1.1 Data Collection Overview 
The Hawaii Prescription Drug Monitoring Program (HI PDMP) is IŀǿŀƛƛΩǎ ǎƻƭǳǘƛƻƴ ŦƻǊ 
monitoring Schedule II-V controlled substances dispensed in Hawaii. Hawaii Revised 
Statutes (HRS), Chapter 329, Part VIII, Electronic Prescription Accountability System, 
requires the Hawaii Narcotics Enforcement Division to establish and maintain an 
electronic controlled substances prescription database for the reporting of dispensed 
prescriptions for those schedules that are determined as being misused or abused. As 
such, the Narcotics Enforcement Division (NED) Administrator has determined that 
dispensing of controlled substance schedules II-V under federal law shall be reported. 
This program was created to improve patient care and foster the goal of reducing 
misuse, abuse, and diversion of controlled substances; and to encourage cooperation 
and coordination among state, local, and federal agencies and other states to reduce 
the misuse, abuse, and diversion of controlled substances.  

HRS, Chapter 329, Part VIII requires that each dispenser shall submit, by electronic 
means, information regarding each prescription dispensed for a controlled substance. 
Each dispenser shall submit the information required by HRS, Chapter 329, Part VIII to 
the central repository within seven (7) days of dispensing the controlled substance 
unless the NED waives this requirement as authorized by statute. 

1.2 Data Collection Requirements 
Each time a controlled substance is dispensed to an individual, the controlled substance 
shall be reported to the HI PDMP, using a format approved by the NED, within seven (7) 
days of dispensing the controlled substance. All dispensers of controlled substances 
must meet the reporting requirements set forth by HRS, Chapter 329, Part VIII in a 
secure methodology and format. Such approved formats may include, but are not 
limited to, secure FTP, web portal upload, or universal claim form (online or paper). To 
submit dispensing information via a paper universal claim form, an electronic reporting 
waiver must first be granted by the NED. Please contact NED should an electronic 
reporting waiver be required. 

Note: ! άŘƛǎǇŜƴǎŜǊέ ƛǎ ƛŘŜƴǘƛŦƛŜŘ ŀǎ ŀ ǇǊŀŎǘƛǘƛƻƴŜǊ ǿƘƻ ŘŜƭƛǾŜǊǎ ŀ ŎƻƴǘǊƻƭƭŜŘ ǎǳōǎǘŀƴŎŜ ǘƻ 
an ultimate user or research subject by or pursuant to the lawful order of a practitioner, 
including the prescribing, administering, packaging, labeling, or compounding necessary 
to prepare the substance for that delivery. 

All dispensers of controlled substances must meet the reporting requirements set forth 
by state law in a secure methodology and format. Information about controlled 
substance dispensing activities must be reported on regular intervals to the HI PDMP 
through the authorized data collection vendor, Appriss, Inc.  
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1.3 Reporting Requirements 
Effective December 15, 2016, HI PDMP will begin requiring pharmacies and dispensers 
to report controlled substance dispensations to the HI PDMP via PMP Clearinghouse. 
Dispensations must be reported not less than once every seven days after dispensing 
the prescription. 

The laws and regulations for reporting to the HI PDMP are continuously subjected to 
amendments; it is the responsibility of dispensers to be aware of such updates as they 
are enacted and promulgated.  

All dispensers of Schedule IIςV controlled substance prescriptions are required to collect 
and report their dispensing information. Such reporting without individual authorization 
by the patient is allowed under HIPAA, 45CFR § 164.512, paragraphs (a) and (d). Hawaii 
Narcotics Enforcement Division is the state oversight agency, and Appriss acts as an 
agent of the HI PDMP in the collection of this information.  

Certain elements are required by law to be reported. For complete details on these 
elements and others of ASAP 4.2, please refer to Appendix A: ASAP 4.2 Specifications. 

1.4 Exemptions 
The following substances are exempt from reporting:  

¶ Controlled substances dispensed to inpatients in hospitals  

¶ Controlled substances dispensed to inpatients in nursing homes  

¶ Any drug administered at a healthcare facility  

1.5 Noncompliance 
Intentional or knowing failure to transmit any information as required by HRS, Chapter 
329, Part VIII, including a request by the NED for data corrections, shall be a 
misdemeanor, may incur administrative fines, and shall result in the immediate 
ǎǳǎǇŜƴǎƛƻƴ ƻŦ ǘƘŀǘ ǇƘŀǊƳŀŎȅ ƻǊ ǇǊŀŎǘƛǘƛƻƴŜǊΩs ability to dispense controlled substances 
in the state until authorized by the administrator of the HI PDMP. 
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2 Data Submission 
This chapter provides information and instructions for submitting data to !ǇǇǊƛǎǎΩǎ PMP 
Clearinghouse repository. 

2.1 Timeline and Requirements 
¶ Pharmacies and software vendors can establish submission accounts upon receipt 

of this guide. See Creating Your Account for more information.  

¶ Beginning December 15, 2016, dispensers are required to transmit their data using 
PMP Clearinghouse in accordance with the guidelines outlined under Reporting 
Requirements.  

¶ If a pharmacy or dispensing practitioners does not dispense any controlled 
substances for the preceding reporting period, it must file a zero report for that 
reporting period or it will be considered noncompliant. See Zero Reports for 
additional details. 

2.2 Upload Specifications 
Files should be in the ASAP 4.2 format released in September 2011. The ASAP 4.2 
specifications are defined in Appendix A: ASAP 4.2 Specifications. Files for upload should 
be named in a unique fashion, with a prefix constructed with the date (YYYYMMDD) and 
ŀ ǎǳŦŦƛȄ ƻŦ άΦŘŀǘέΦ !ƴ ŜȄŀƳǇƭŜ ŦƛƭŜ ƴŀƳŜ ǿƻǳƭŘ ōŜ άнлммлпмрΦŘŀǘέΦ !ƭƭ ƻŦ ȅƻǳǊ ǳǇƭƻŀŘ 
files will be kept separate from the files of others. 

Reports for multiple dispensers/pharmacies can be in the same upload file in any order. 
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3 Accessing Clearinghouse 
This chapter describes how to create your PMP Clearinghouse account and how to log in to the 
PMP Clearinghouse web portal. 

3.1 Creating Your Account 
Prior to submitting data, you must create an account. If you are currently registered 
with the Appriss PMP Clearinghouse system, you do not need to register for a new 
accountτyou will be able to add Hawaii to your existing account for data submissions. 
If you have an existing PMP Clearinghouse account, please refer to Adding States to 
Your Upload Account to add states to your account.  

Notes:  

¶ Data from multiple pharmacies can be uploaded in the same file. For example, chain 
pharmacies may send in one file containing controlled substance dispensing 
information for all their pharmacies throughout the state. Therefore, chains with 
multiple stores need only to set up one account to upload a file. 

¶ PMP Clearinghouse allows users to submit data through the web portal via manual 
entry (UCF) or upload of ASAP files. For users who prefer an encrypted transfer 
method, SFTP access is also available. You may set up your SFTP account during the 
account creation process. 

¶ If you need to make changes to an existing PMP Clearinghouse upload account, 
please refer to Managing Your Upload Account.  

Perform the following steps to create an account: 

1. Open an internet browser window and navigate to the PMP Clearinghouse Account 
Registration page located at https://pmpclearinghouse.net/registrations/new. 

 

https://pmpclearinghouse.net/registrations/new
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2. Complete your Profile Details. 

 

 
a. Enter your current, valid email address in the Email Address field. 

Note: The email address you provide here will act as your username when 
logging into the PMP Clearinghouse system. 

b. Enter a password for your account in the Password field, then re-enter it in the 
Password Confirmation field. The password requirements are provided below. 

Passwords must contain: 

¶ At least eight (8) characters 

¶ One (1) uppercase letter 

¶ One (1) lowercase letter 

¶ One (1) number 

¶ One (1) special character, such as !, @, #, $, etc. 

3. Complete your Personal and Employer information, noting the following:  

¶ Required fields are marked with a red asterisk (* ). 

¶ You may be able to auto-populate your Personal and/or Employer information 
by entering your όƻǊ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎύ DEA, NPI, and/or NCPDP number, then 

clicking the search icon ( ). If the number you entered is found, your 
information will automatically be populated. 
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4. If secure file transfer protocol (SFTP) is required, complete the Data Submission 

section of the page. 

Notes:  

¶ If SFTP access is not required, you do not need to complete the Data Submission 
section and you may continue to step 5. 

¶ You may add SFTP access to an existing account. Please refer to Adding SFTP 
Access to an Upload Account for complete instructions. 

 
a. Click to select the Enable SFTP Access checkbox. 



Hawaii Prescription Drug Monitoring Program  
Data Submission Dispenser Guide  Accessing Clearinghouse 

Copyright © 2016-2020 Appriss, Inc. All rights reserved. 
Do not copy or distribute without the express written permission of Appriss.  7 

The SFTP access fields are displayed. 

 
b. Your SFTP Username is automatically generated using the first five characters of 
ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ƴŀƳŜ Ҍ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊ Ҍ ϪǇǊƻŘǇƳǇǎŦǘǇΦ CƻǊ 
ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŜƴǘŜǊŜŘ ά¢Ŝǎǘέ ŀǎ ȅƻǳǊ ŜƳǇƭƻȅŜǊΩǎ ƴŀƳŜ ŀƴŘ άррр-555-ррррέ ŀǎ 
your employerΩǎ ǇƘƻƴŜ ƴǳƳōŜǊΣ ȅƻǳǊ SFTP username would be 
test5555555555@prodpmpsftp. 

c. Enter a password for your SFTP account in the SFTP Password field, then re-
enter it in the SFTP Password Confirmation field. The password requirements 
are provided below. 

Passwords must contain: 

¶ At least eight (8) characters 

¶ One (1) uppercase letter 

¶ One (1) lowercase letter 

¶ One (1) number 

¶ One (1) special character, such as !, @, #, $, etc. 

This password will be input into the pharmacy software so that submissions can 
be automated.  

Notes: 

¶ This password can be the same as the one previously entered under Profile. 

¶ Unlike the Profile password (i.e., your user account password), the SFTP 
password does not expire. 

¶ The URL to connect via SFTP is sftp://sftp.pmpclearinghouse.net. 

¶ Additional details on SFTP configuration can be found in Appendix C: SFTP 
Configuration. 

5. In the Submission Destinations section of the page, select the state(s) for which you 
will be submitting data.   

sftp://sftp.pmpclearinghouse.net/
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6. Click Submit.  

The request is submitted to the PMP administrator for each of the states you 
selected for data submission, and the Registration Information Overview page is 
displayed. 

  
7. Click Continue. 

The PMP Clearinghouse Login page is displayed; however, you will not be able to log 
in until your account has been approved. Once the state PMP administrator has 
approved your request, you will receive a welcome email instructing you to confirm 
your account. Follow the instructions in the email to confirm your account and begin 
submitting data to PMP AWARxE. 
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3.2 Logging In to PMP Clearinghouse 
1. Open an internet browser window and navigate to the PMP Clearinghouse Login 

page located at  https://pmpclearinghouse.net/users/sign_in.  

 
2. Enter the email address you used to create your account in the Email Address field. 

3. Enter your password in the Password field. 

Note: If you have forgotten your password, have completed your registration but did 
not receive the account confirmation email, or your account has been locked and you 
did not receive the email with instructions for unlocking your account, please refer to 
the links in the Help section of the page. For detailed instructions on resetting your 
password, refer to Resetting Your Password.  

4. Click Login. 

The PMP Clearinghouse home page is displayed. 

 

 

https://pmpclearinghouse.net/users/sign_in
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4 Data Delivery Methods 
This chapter provides information about data delivery methods you can use to upload your 
controlled substance reporting data file(s) to PMP Clearinghouse. 

For quick reference, you may click the desired hyperlink in the following table to view the step-
by-step instructions for your chosen data delivery method: 

Delivery Method Page 

Secure FTP 10 

Web Portal Upload 10 

Manual Entry (UCF)  12 

Zero Reports 15 

4.1 Secure FTP 
If you are submitting data to PMP Clearinghouse using SFTP, you must configure 
individual sub-folders for the state PMP systems to which you are submitting data. 
These sub-folders must be created in the homedir/directory folder, which is where you 
are directed once authenticated, and should be named using the state abbreviation 
(e.g., AK, KS, GA, HI, etc.). Data files not submitted to a state sub-folder will be required 
to have a manual state PMP assignment made on the File Listings page. Please refer to 
State Subfolders for additional details on this process. 

1. If you do not have a PMP Clearinghouse account, perform the steps in Creating Your 
Account.   

Or 

2. If you have a PMP Clearinghouse account but have not enabled SFTP access, 
perform the steps in Adding SFTP Access to an Upload Account. 

3. Prepare the data file(s) for submission, using the ASAP specifications described in 
Appendix A: ASAP 4.2 Specifications. 

4. SFTP the file to sftp://sftp.pmpclearinghouse.net. 

5. When prompted, enter the username and password you created when setting up 
the SFTP account. 

6. Place the file in the appropriate state-abbreviated directory. 

7. You can view the results of the transfer/upload on the Submissions page in PMP 
Clearinghouse. 

Note: If you place the data file in the root directory and not a state sub-folder, a 
άDetermine PMPέ ŜǊǊƻǊ ƛǎ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ CƛƭŜ {ǘŀǘǳǎ page, and you will be prompted to 
select a destination PMP (state) to which the data should be sent. 

4.2 Web Portal Upload 
1. If you do not have an account, perform the steps in Creating Your Account.  

2. Prepare the data file(s) for submission, using the ASAP specifications described in 
Appendix A: ASAP 4.2 Specifications. 

sftp://sftp.pmpclearinghouse.net/
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3. Log in to PMP Clearinghouse. 

4. From the home page, click the File Upload tab. 

 
The File Upload page is displayed. 

 
5. Select the state PMP to which you are submitting the file from the drop-down list in 

the Select PMP field. 

6. Click the Browse button, located next to the File Upload field, and select the file you 
created in step 2. 

7. Click Upload. 

A message is displayed prompting you to confirm the submission. 

 
8. Click Upload to continue with the file submission. 
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Your file is uploaded, and you can view the results of the upload on the File Listings 
page. 

Note: When uploading a file, the file name must be unique. If the file name is not 
unique, a message is displayed indicating that the file name has already been taken.  

4.3 Manual Entry (UCF) 
If you do not have an automated record-keeping system capable of producing an 
electronic report using the ASAP 4.2 format, prescription information may be submitted 
on the Universal Claim Form (UCF). 

You can manually enter your prescription information into the PMP Clearinghouse 
system using the UCF within the PMP Clearinghouse web portal. This form allows you to 
enter patient, prescriber, dispenser, and prescription information.  

Please refer to Appendix A: ASAP 4.2 Specifications for the complete list of reporting 
requirements. 

1. If you do not have an account, perform the steps in Creating Your Account.  

2. Log in to PMP Clearinghouse. 

3. Click UCF Submissions. 

 
The UCF Listings page is displayed. 

 
4. Click the New Claim Form tab, located at the top of the page. 
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The Create Universal Claim Form page is displayed. 

 
5. Select the state PMP to which you are submitting data from the drop-down list in 

the Select PMP field. 

6. Complete the required fields. 

Notes:  

¶ An asterisk (* ) indicates a required field. 

¶ If you are entering a compound, click the Compound checkbox in the Drug 
Information section of the page, complete the required fields for the first drug 
ingredient, then click Add New to add additional drug ingredients. 
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7. Once you have completed all required fields, click Save. 

The Submit Now button is displayed at the top of the page. 

 
8. Click Submit Now to continue with the data submission process. 

A message is displayed prompting you to confirm the data submission. 

 
9. Click OK. 

Your data will be validated upon submission. If there are any errors on the UCF 
form, they are displayed at the top of the page. 
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Note: If there are no errors, you are returned to the UCF Listings page and your 
report is listed there. 

10. Correct the indicated errors, then repeat steps 7ς9. 

Once your data has been successfully submitted, your report is listed on the UCF 
Listings page. 

 

4.4 Zero Reports 
If you have no dispensations to report for the preceding reporting period, you must 
report this information to the HI PDMP.  

You may submit your zero report through the PMP Clearinghouse web portal by 
following the steps below or via SFTP using the ASAP Standard for Zero Reports. For 
additional details on submitting via SFTP, please refer to Appendix B: ASAP Zero Report 
Specifications. 

You may submit zero reports through the PMP Clearinghouse web portal using one of 
the following methods: 

¶ Submit a single-click zero report 

¶ Create a new zero report 

4.4.1 Submit a Single-Click Zero Report 

Single-click zero reporting allows you to create a profile for the pharmacy that 
includes its identifiers (e.g., DEA, NPI, NCPDP), so you do not have to enter it 
each time you submit a zero report. 

To create a pharmacy profile and begin submitting single-click zero reports: 

1. If you do not have an account, perform the steps in Creating Your Account.  

2. Log in to PMP Clearinghouse. 

3. Click Zero Reports. 
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The Zero Report Listings page is displayed. 

 
4. Click the Create Zero Report tab. 

The Create Zero Report page is displayed. Note that Submit a Single Click 
Zero Report is selected by default. 

 

¶ Any pharmacies you have already configured for single-click zero 
reporting are displayed at the bottom of the page. Continue to step 10 
to submit a zero report for those pharmacies. 

¶ If you have not configured your pharmacy for single-click zero reporting, 
continue to step 5. 

5. Click Add New Pharmacy. 
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The New Pharmacy page is displayed. 

 
6. Select the PMP for which you are submitting a zero report from the drop-

down list in the PMP field.  

7. Enter tƘŜ ǇƘŀǊƳŀŎȅΩǎ ƴŀƳŜ ƛƴ ǘƘŜ Pharmacy field. 

8. Populate the NCPDP, DEA Number, and/or NPI fields as required by the 
PMP you selected in step 6. If any of these fields are required, a red asterisk 
(* ) will be displayed next to that field once you have selected a PMP. 

9. Click Save. 

The pharmacy is saved and will be listed under the drop-down for the 
selected PMP, which is located at the bottom of the page. 

 
10. /ƭƛŎƪ ǘƘŜ Ǉƭǳǎ ǎƛƎƴ όάҌέύ ƴŜȄǘ ǘƻ ǘƘŜ tat ŦƻǊ ǿƘƛŎƘ ȅƻǳ ǿƛǎƘ ǘƻ ǎǳōƳƛǘ ŀ ȊŜǊƻ 

report. 

The list of pharmacies you have configured for single-click zero reporting for 
that PMP is displayed. Note that this page allows you to submit a zero report 
for the current date (Today) or the previous day (Yesterday). 
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11. Click Today to submit a zero report for the current date;  

Or 

12. Click Yesterday to submit a zero report for the previous date.   

Once the report is submitted, the submission is indicated on the screen, and 
the zero report is displayed on the Zero Report Listings tab. 

 

Note: You may edit or delete a pharmacy from this page.  

¶ To edit a pharmacy, click Edit to display the Edit Pharmacy page and 
make any necessary changes. Refer to steps 6ς9 for guidance on 
entering pharmacy information. 

¶ To delete a pharmacy, click Delete. You will be prompted to confirm the 
deletion. Once you confirm the deletion, the pharmacy configuration will 
be removed. 

4.4.2 Create a New Zero Report 
1. If you do not have an account, perform the steps in Creating Your Account.  

2. Log in to PMP Clearinghouse. 

3. Click Zero Reports. 

 
The Zero Report Listings page is displayed. 
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4. Click the Create Zero Report tab. 

The Create Zero Report page is displayed. Note that Submit a Single Click 
Zero Report is selected by default. 

 
5. Click the button to select Create new Zero Report. 

The Create Zero Report page is displayed. 

 
6. Select the PMP for which you are submitting a zero report from the drop-

down list in the PMP field. 

7. Enter the start date and end date for the zero report in the Start date and 
End date fields using the MM/DD/YYYY format. You may also select the 
dates from the calendar that is displayed when you click in these fields.  
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8. Enter your NCPDP, DEA, and/or NPI numbers, if ǊŜǉǳƛǊŜŘ ōȅ ȅƻǳǊ ǎǘŀǘŜΩǎ 

PMP. 

Note: LŦ ŀƴȅ ƻŦ ǘƘŜǎŜ ŦƛŜƭŘǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ōȅ ȅƻǳǊ ǎǘŀǘŜΩǎ tatΣ ǘƘŜȅ ǿƛll be 
marked with a red asterisk (* ). 

9. Click Submit. 

Your zero report is submitted to PMP Clearinghouse and will be displayed 
on the Zero Report Listings tab. 
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5 Data Compliance 
This chapter describes how to view the status of your submitted data files and how to correct 
errors. 

5.1 File Listings 
The File Listings page displays information extracted from the data files submitted to 
PMP Clearinghouse, including the file name, number of records identified within the 
data file, number of records that contain warnings, number of records that contain 
errors, and the date and time of submission. The File Listings page is displayed upon 
logging in to Clearinghouse; you may also click File Submissions from the menu at any 
time to access this page. 

You may sort the File Listings page by account name, file name, state, number of 
records, warning count, error count, and date submitted. You may also click the account 
name to display the account details.  

 

¶ The Status column, located at the end of each row, displays the file status.  

¶ The Status Report column, located next to the Status column, contains a link to the 
status report for that file. Please refer to File Status Report for more information on 
how to read and interpret this report. 

If a file contains errors, it will have a status of άPending Dispensation Error.έ You can 
click the error message in the Status column to display the Error Correction page, which 
allows you to view the records containing errors (see View Records for more 
information). Please refer to Error Correction for instructions on how to correct errors. 

If a file is unable to be parsed into the PMP Clearinghouse application, it will have a 
ǎǘŀǘǳǎ ƻŦ άASAP Errors.έ ¢ƻ ŎƻǊǊŜŎǘ ǘƘŜǎŜ ŜǊǊƻǊǎΣ ŀ new file must be submitted to PMP 
Clearinghouse. It is not necessary to void a file that failed parsing since it was not 
successfully submitted to PMP Clearinghouse. 

If you submitted a file via SFTP without using a state-specific sub-folder, the file will be 
displayed, and you will be prompted to select a destination PMP to which the data file 
will be transferred. 
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5.2 UCF Listings 
The UCF Listings page displays information about the UCFs submitted to PMP 
Clearinghouse, including the number of warnings and errors. Click UCF Submissions to 
access this page.  

You may sort the UCF Listings page date created, state, warning count, error count, and 
status. 

 

The Status column, located at the end of each row, displays the ¦/CΩǎ status. Data 
entered into the UCF is validated upon submission; therefore, successfully submitted 
UCFs should not contain errors. However, if you have attempted to submit a UCF with 
errors and did not immediately correct those errors and submit the record, you have 30 
days to make updates to these records in Clearinghouse. 

1. To view pending or incomplete submissions, click the Manage Claim Forms tab on 
the UCF Listings page.  

 
The Pending Claim Forms page is displayed. 

 
2. Click Edit next to the form you wish to update. 

Note: If it has been longer than 30 days, the Edit option will not be available. You 
must click Delete to delete the record and start over. 



Hawaii Prescription Drug Monitoring Program  
Data Submission Dispenser Guide  Data Compliance 

Copyright © 2016-2020 Appriss, Inc. All rights reserved. 
Do not copy or distribute without the express written permission of Appriss.  23 

The Edit Universal Claim Form page is displayed. 

 
3. Make the necessary corrections or changes, and then click Submit Now, located at 

the top of the page. 

A message is displayed prompting you to confirm the data submission. 

 
4. Click OK. 

Your data will be validated upon submission. If there are any remaining errors on 
the UCF form, they are displayed at the top of the page. 

 
Note: If there are no errors, you are returned to the UCF Listings page and your 
report is listed there. 














































































